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Title: Procedure to Document Field Activities 
 
I. Introduction 
 

The purpose of this guide is to provide reference information regarding the 
documentation of field activities conducted at the Lower Passaic River Restoration 
Project Superfund Site. 

 
II. Definitions 
 

1. Field Data – Any and all information collected during activities at the site. 
 

2. Electronic Field Data Form – A standardized electronic data form used for the 
collection of information and/or technical data during field activities.  

 
III. Guidelines 
 

The documentation of field activities at uncontrolled hazardous waste sites is 
governed by a variety of legal guidelines that must be understood prior to the 
commencement of field activities.  It is imperative that the personnel who will be 
conducting the field activities understand how the overall constitutional, statutory, 
and evidentiary legal requirements apply to the site inspection documentation and to 
the rights of potentially responsible parties. 

 
The description of and observations made during field activities often provide the 
basis for technical site evaluations and other related written reports.  All electronic 
records and notes generated in the field will be considered controlled evidentiary 
documents and may be subject to scrutiny in litigation.  Consequently, it is essential 
that the Field Team Leader pay attention to detail and document to the greatest extent 
practicable every aspect of the inspection. 

 
Personnel designated as responsible for the documentation of field activities must be 
aware that all electronic notes taken may provide the basis for the preparation of 
responses to legal interrogatories. 

 
Field documentation must provide sufficient information and data to enable the 
reconstruction of field activities.  A wireless field application using standardized 
electronic data forms will provide the basic means for documenting field activities.   

 
Control and maintenance of wireless field applications used in documentation of field 
activities is the responsibility of the Field Team Leader.  If the person responsible for 
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documenting site inspection activities is someone other than the Field Team Leader, 
the transfer of responsibility must be documented. 

 
1. Documentation of Field Activities 

 
Electronic field entries must provide an unbiased, concise, and detailed 
description of all field activities.  Step-by-step instructions and procedures for 
documenting field activities are provided below.  They are organized by the 
following: 

 
A. The first set of instructions and procedures provides general guidance relating 

to the format and technique in which electronic field entries are to be made.  It 
is important that field activities are documented in the most organized, 
chronological manner possible. 

 
B. The second set of instructions and procedures provide guidance on the type of 

information to be recorded when field activities are electronically 
documented.  In general, the following information must be recorded:  

 
i.@ The identities and affiliation of the personnel conducting field activities.  

 
ii.@ A description of the type of field work being conducted (�N�NL water 

column sampling, sediment core collection, etc.) and the equipment used.  
 

iii.@ The date and time the field activities were conducted, with specific 
temporal information for each task (�N�NL record the time activities 
commenced at each individual location, or when different types of 
activities commenced at the same location), if applicable.  

 
iv.@ The site where the field activities were conducted, and also any individual 

location within that site where work was performed (�N�NL@ specific 
sampling sites).  

 
v.@ The general methodology used to conduct the activities.  

 
vi.@ Deviations from FSP or SOP and reason for change 

 
C. Instruction and procedures relating to the format and technique in which 

electronic field entries are to be performed should conform to the following: 
 

i. Each day field activities are conducted the date, time, site name, location, 
names of Malcolm Pirnie personnel and their responsibilities, and names 
of non-Malcolm Pirnie personnel into the field application.  Any 
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deviations from the work plan that occur while field activities are being 
conducted must also be documented. 

 
ii. All photos taken must be associated with field entries and all photo 

locations must be referenced on a site map.  Information in the photo log 
must include the date, time, photographer, and a description.  

 
iii.@ All entries must be made in language that is objective, factual, and free of 

personal feelings or other terminology that might prove inappropriate. 
 

iv.@ All entries must be accompanied by the appropriate 24-hour clock time 
(such as 1530 instead of 3:30).  A time and status entry is recommended 
every 30 minutes or less. 

 
v.@ If the individual designated for field documentation tasks transfers those 

tasks to another team member, he or she must clearly document this 
transfer of responsibility through logging out and the newly designated 
field member log back in with their assigned login and password. 

 
 

2. Sampling Activities 
 

A chronological record of each sampling activity must be kept.  During sampling, 
the data entry person will choose the appropriate survey that the sampling falls 
under (�N�NL large volume water column sampling, high resolution coring, ���N).  
The field application will automatically prompt the user for required data and 
attributes based on pre-programmed survey requirements.  Be sure that all 
required fields are properly filled in or field application will not allow user to 
continue.  Container IDs are pre-printed and need to be affixed and entered into 
the field application for every sample.  After data entry is complete for the day 
user accesses the shipping module and designates which coolers contain which 
samples and to where the samples are to be shipped.  The generated sample ID 
labels should be printed out and affixed to the appropriate sample container.  Print 
out generated chain of custody to accompany samples in shipment. 

 
 
 
 
 
 
 
IV. References 
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- Site Investigations, April 1985: 
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September 1, 1999 
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